T a . DOCUMENT >RESUME

Y hd . ~- . " .
*. ED.211 802 T ' , * CE 031 086
AUTHOR . Colby, Pamela G, - N ‘ |
TITLE - Getting Down to Business: Energy Specialist Serv1ce, o
e oLt Module 29, [Student Guide].’ Entrepreneursh1p Tra1n1ng
’ , Components. - - .
“"INSTITUTION Amer1can Institutes. for* Research in the Behav1ora1

) Sciences, Palo Alto, Calif. '
..SPONS AGENCY Office of Vocational. and Adult Educat1on (ED),

. Washington, D.C. - . 2
PUB DATE = . Apr 81 S , .
CONTRACT 300-79-0535 - -~ )
NOTE . 88p.; For related documents see CE 031 026 101 and CE s .
031 324. :

AVAILABLE FROM Wisconsin Vocational Stud1es Centen, 964 Educational
Sciences Bldg., Madison, WI 53706 (Order No.
. ETCI00FF1, $6.00. 25% discount on 100 or more of same
title. Complete set--ETClOO--SZOO 00). -

< *
EDRS PRICE MF01/PC04 Plus Postageu " oo
DESCRIPTORS Administrator Role; Advertising; *Businéss,
. ' Administration; *Business Educatiqn; *Business
L R Skills; *Energy Conservat1on° Financial Supports

Learn1ng Activities; Learn1ng Modules; Money
Management ; Recordkeeping; Salesmanship; Secohdary
) 5 .. Education; *Service Occupations

. IDENTIFIERS *Entrepreneursh1p,,*Small Bu51nesses

¢
)

ABSTRACT . . .
This module on ownf g and‘ operat1ng an energy
spec1a11st service is one of 36 in a series on entrepreneursh1p. The
1ntroduct1on tells the stpdent what topics will bé tovered and
Suggests other modules to read in related occupat1ons% Each unit
includes studént goals, a case study, and a d1scuss;on of the unit
subJect matter. Learning act1v1t1es%are divided irnto individual

- activities, distussion questions, and a droup activity. Units (and
‘subjeclt matter) in' this module are planning your business (services,
. custongprs, ‘competition; personal qualities; legal requirements; héw ~ .

to com ste well); choosing a 1ocht;on’(cnstomers nearby; area; space;
" building; rent): gett1ng—money to start (business descr1pt1on°
statement of £1nanc1a1 ‘need; meet1ng with 'the loan officer); being in .
charge (hiring; matching people and' tasks; tra1n1ng)- organizing the °
work (work orders; 'work schedules) sett1ng prices (costs for .
. materials; ‘demand for services; compet1t1on° operating expenses; - .
profit); advert1s1ng and selling (plan your advertising; ways t6 -
‘ adVert1se° peagl " ads; how to design printed ads); £p1ng
financial records ‘(customer billing form; daily cash sheet)° and .
keeping your business successiul (proiit/loss statement; change your _
business to 1ncrease sales). A summary and-quiz complete the e
' adocument. (A teacher's guide 1s available for th1s,modu1e ) (CT)
. . . »

\ -

PN 4 s 13 .
'\ ***********************************************************************

* Reproduét1ons supplied by EDRS-‘are the best that can be made. | * v
*

. from the original document. L
***********************************************************************

. . 1 .
- . . . .
v . . .

P




(V) - ¢

.
. ¥

‘Entrepreneurship Training Compor;ents )

~ ' : P

Ié_

-

S Module 29 . |

P i o R .

A ST T T

B MAATERC A vl e by

<0 | .
. P
C ) . L e
‘ U'S DEPARTMENT OF EDUCATION PERM L, 0N T Tl B THYS
s : > AT Y AT N . SANTE T 8BY v




The information teported herein was obfained puksuant
to Contract No. 300-79-0535, Office of Vocationa
. Adult Education, u.s. Education Department. Contra tor;c,
undertdking spch projegts under government sponsorship
. . are\encouraged to' document information according to
+ | their observation and professional judgment. Conse- \\ .
N quently, infofmation, points nf.view, or opinions stated
; do not necessarily represent oFficial Education Depart- ..
ment positionlor policy.

N -

Aruitoxt provided by Eic:




» 3 |
J
) .o, |
A ' ;
L) ',I »
“4’ b
o l;' . ' )
. - P Lol
o GI}TTING DOWN TO BUSINESS:-
. A n \ A '
. r o L
a /‘, . l, . J,(r“i_. .
' ;o Energy Specialist Service B
\/,/ - ! N '
//. A
- A\
) \
- i . \,\
. ¢ / ! V\\
. \ R
5 \
] <
- . Pamela G. Colb.y)
April 1981
- .’ -

<*

Developed at the American Institutes for[Reseérch
under support from the 4.

Lo Office of Vocational and Adult Educatiom® :
‘U.8. Education Dep\artnient ’

&
-
)
o
*




.
e 0 /
¢ ’
\‘ °« -
N . .
. S
\ rS e
. .
.
- ) . - =
- .
.
« M .
* .
4 -
o
¢ . N
¢ ’
- Y . .
-
.
. .
.
- '
>
. —
.
.
’
s 13
v '7
.
.
, B
K
M -
* ’ N
¢
-
"
S
- R
~
R o , .
.
-
.
“ -
.
‘ f L
N N N .
- 7 -
o ? .
. -~ 3 ¢ . ’
.
. -
- .
N )
! .
. .
’ £}
4
. M . ’ Y
Al ’
T
.
3 ’ N
k]
. L) -
b3 A
L
.
1Y * 4
14
‘
’ -
. .
. v - . PR Y
. -
. 2
— . .
. . .
.
, .
——

The Entrépreneurship Training Components are based on
information from many sources. Special acknowledgement
ig due the Small Business Management and Ownership

s materials designed and tested by CRC Educatiom and
Human Development, Inc. for the U.S. Office of Educa- -
tion's Bureau of Occupational and Adult E@hcation.- ~
Special thanks are owed the entrepreneurs who.shared the{r - .
experiences during the preparation of this module.
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-a advertising and se11ing

", INTRODUCTION

e

How are you going to use your job skills after you finish

sehool’

<

‘
4 »

Have you ever thought about starting your own energy

specialisc service’

-
.

-y

!

J
¢

This module describes people who have: started and_ ‘managed ~

an energy specialist service. It gives you ‘an idea of what
they do and some of the special skills they need. You will -
+ read dbout - _ .
planning an energy specialist service N
choosing a location
~ éetting money to start
+ “belng in charge . -
organizing the work
setting prices

) keeping financial records ’
- keeping your business successful

.- .You will also have a chance to practice some of the things
that energy specialist service owners do.
Then you ,will have'a better idea of ‘whether a\career as an
. energy specialist service owner.is for you.

7

\

»

Before you study this module, you may want to eai- 1 )

Modyle 1, Getting Down tbo Business. What's It All About?

When you finish this module, you might want io read
¢+ Module 27, Getting Down to Busirness:
- Module 28, Getting Down to Business'

.

Guargd *Service;
Pest Control

Service.
- A
These modules areé related to other businesses in the p
N technical area, .
! . ' ‘
J « .
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UNIT 1

T, " :

. .t : ‘ . . -

Planding an Epérgy Specialist Service

s S
f 4 ‘s N
e

[y

Goal: Ib help yéﬁ plan your energy specialist serwice.

~ .

. \ . ) Objective 1: Describe the services, custoﬁers, and ‘ -
’ competition of an energy specialist service.

Obj%ctive 2: List three personal quaiities an . s
- .. energy specialist service owner might have. . : ]

' . Objective 3: 'List two ways to help your service
. : - “stand out" from its competition. . ‘

v
’

o Objective 4:, List two special legal requirements o -~
D for running an energy specialist service. . v

- \
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SALLY AND MIKE O'TOQLE PLAN AN ENERGY SPECIALIST SERVICE

Ve

T ‘ e Lo
Sally and Mike ‘O Toole are licensed building cortrac-
tors. Tbey have ownéd their own cantracting business for
five years. They met whed they were going through a soldr
apprenticeship prog;am offered by the sheetmetal union in
their areag C ,

Sally and Mike are very interested in energy conserva-
tion. Edth year, more of the homes they build use passive
or active solar devices for part of their energy needs. /;3
Sally and Mike want to help people make the best use of the
energy available to them. They think many people could
save energy. And they cou1d°use it better if they got
\advice on what to do.

. -~
¢

Sally and Miké decide to start‘an energy speclalist -
service. It will help people save energy and use it
wisely, They plan to offer two main servicess One_will be
an energy audit. This will help people.figure out how they
.cap save energy in thelr homes or businesses. The other
will be a solar service. It will install and maintain
energy-saving solar devices. . .

The' o Togles know they have the right background for
their service. They both have. skills and experience in
sheetmetal work, plumbing, carpentry, electrical systems,
insulation, heating and air conditioning, and solar instal-
lation. They know how to estimate the cost of jobs and run
a business. =

.
Id

Their next gtep is to call theilr state lioensing agency.'
They want to find out what licenses they need. They know
there are state and federal regulations for energy auditors«
There are also ,Jlocal, state, and federal tax credit programs
to encourage people to use solar devices. The 0'Tooles make
sure they understand all the regulations and programs that
relate to their service.

1)

b

e
3
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- ' are the main things audited.

' . //”‘- i - - . € ,

r Plénning an Energ§ Specialist S{e’rvice\I

]

A a

‘When you plan your service, you should:

. 1. decide what your services, customers, and coﬁpétitioh_will be;”
2. decide if you/ﬁave the ﬁg?sonal qualities to run an’'energy j

\ .
specialigb service;

H

. 3. decide what you will do to “stand out” froﬁ\your competitioh;-and \ N

Y
4. 1learn the legal requirements for running your sert;cea B - e

hd .

I
‘ -
* (\\ N
' - 5
. .
.

Services, Customers, and Coﬁpetition

-
)

Energy conservation is a necessary service. Helping péopié save, and

use energy wisely is important. You should think about what services you will

3

' . £
offer, .who your customers will be, and ‘what your competition offers.

s ©

Services. There are federal, state, and local plans to help regulate

Your sérvice can help make these plans work. For example,

<

read about the two main‘services_Saily and Mike offer:

energy use.

1. E;ergz audit--In the O'Tooles' area, the gtility company does .
‘ "Weatheriéatioq Audits" for customers. The company examines cug-
tomers' homes and tells them how they'can save, mQre energy. But
the company doesn't have enough staff to do‘all the audits. 'T?e:'

company “"subcontracts” with the O'Tooles to do many of the. audits:

Also, city and dounty building. officials require "envirommen-
tal-systems” audits when homes are sold. The roof and plumbing
The G'Toolas offer to do a more

complete energy audit.

( ) , !1 - \

I
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~
~ . : :
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' ° Many businesses also want energy audits of their buildings.
~ . ’ iy ¢ ’ N @

- The 0'Tooles' service can help them keep thetir eneérgy costs down.

. ' . s ..
« T, ‘e

A\ >
' What do Sally,and Mike do in their energy audits? ~They

@

examine the insulation,'heating and air conditionlng, and elec~
'trical system, ‘Fhey te l customers where they are losing energy,,

and how to save it.‘
. . S Y i < Y

. 2. Solariervice——The prices of hgating oil natural gas, and elec-
- tricity are high. &There are ﬁederal, state, and local tax credit
programs for those who use solar methods to help meet their
) energy needs. In their solar serv1ce the 0'Tooles will '’ recom-

mend install, and maintain solar systems for customers.
\A \ 4

With some solar devices, the back—up system 1s more complex

. ) than the solar instal@ation. -Solar devices and back-up systems )
' ‘ x . need qualified maintepance. The 0'Tooles will provide this. T
" .
' Customers. Anyone who wants to save‘enengy ig a poténtial customer ‘

for an energy specialist. Homes and bqsinesses'can both use your

services., . } . . . .
- . . . * L

\lk Pebple building new homes and businesses will want to desigm them

with solar access for passive'solar energy. Devices for active solar

- o energy can be installed in new or existing homes and businesses. .
- . X .

-
~

Homes and businesses can both use energy:audits, too. Your service

[/ ' . will *help them save money by showing ‘them how to save energy. o

-— . Ed

@

ComEetition: It's hard to predict how much cbmpetitiom‘you will
have. Man§ people in the construction trades are learning about solar
energy devices. go&ever,»you will be an-energy spefialist offerini a
wide range of energy services. Your service may even be a “pioneer” in

your area. '

M
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-Persona¥—Qpa1%ties | _%ijkﬁk» tw{ - . \7.‘ -
These personal que}ikiés will help ydh ren your servfce;
o .abdesire to help people save energy;. ’ .
K ‘coqeern for tﬁe envirgnment; '
o skills snd experience in .the construction trades;
e skills and kxperience in:solar energy methods; and :
’ e business skills and experi‘e;'lce; ‘ q

You can plan now to deVelop\ﬁﬁe'personal qualitie$ you need. % .o

[

How .to Compete Well

, ~

Here are three ways you can "stand out’ from your competitioa: -

New services- Point out to customers that you are an energy special—

ist. You are offering new services that make you different from housing
contractors.

— ~
-

-

Special services. Offer special services in addition to your basie‘

‘ones. - For example, buy an infrared.scanner for insulation heat loss

detection.y Offer this éﬁ a special service for customers who want it.

\

s, Special business image. }Create an image for your service that will

stand out:in people's minds. Emphasize ‘that you are a professional

speclalist in energy conservation. Point out Ehat your service wi

customers save money by saving energy. g

Legal Requirements .

Contact your state and local 1ieensiﬁg agencies to learn what is ¥

'required to run your‘serviée- Some cities require their own contractor

include a: » ‘

license in addition to the state license. Your legal requirements may

S &

» %

Wy
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'F\\‘_,// .. ® business operator's license; A

® - state contractor license;

- . — < ’

o' “local contractor license; and : . o .
. ' . L ,
" e . building permit for]some types -of work., ' % AR
. If you<ho'energy audits, you should contact your state ‘mergy offige
'R ) “

\

to learn-the regulations for-energy'augitcrs. You will probably have to

. +
méet both federal and state requirements. The state s requirements may |,

&
.5 g

5 t 4 -
be *tougher. I . , ’ . .
. 1 [ .Y . . <

L .

.
1 L]

You will also need insurance ‘to ptotect the publi%, property owners,

- and you.: An insurance broker with experience in contractor coverage-can

«

advise you.. Basic coverage might include worker's compensation, product,

fire and hazard, atcident, dadage, and vehicles..
. s

Summary . ® , ) ] . i

v .
.

It takes careful planning to get any business off to a good start.

You now know some things to\consider when you plan your energy specialist
.

service.




<

- . Learning Activities .

¢

-

]

1'

* Individual Activities . : .

- ~, -
o y N
CaLl two or more ho%sing contractors in your. area.

Ask ‘if thby

\ install solar engrgy deviies in houses they build.

If they do, ask

“

b

5.

if they got special solar training, and--if so--what kind.

-t

they would be competition ﬁor your service. .

!

& 0

@

Degide if

¢ .
2. Call or write your state energy office. Ask what.the regulations are -
for enérgy auditors. List them. Ask questions about any you don't
' understand. '
*
3. Contact your state licensing agenty. Describe the,energy specialist
"service you plan to start. Ask what legal requirements you must
*  meet. Ask questions about any you don't understand. Make a list of
[
the requirements.
‘Below are personal qualities that will help you ruh an energy spe-
cialist service. Put a check by each quality yoy have now. For
those you don't have now, think about ways to develop them. .
1
' A desire to help people save energy
’\€oncern for the environment )
Skills and experience in construction trades - ‘
Skills and(experience in soiar energy methods '
» Business skills and experience
Write a paragraph about how you plan to make your service "stand out"

fro? its competition.

%




1. Who are potential customers fo

Discussion Questions . - : . .

r an energy specialist serJice? *

. " oy

" 2. 8ally and Mike decide their two main services will be an énergy audit
[y g LS

and a solar services > Do you think these are good choiceg? Why, or

why not?. ﬁ ' . .

Y

.

3. Do you think Sally and Mike are planning their service well? Why, or
why not? ’

- v

° [}

Group Activify

. )
T -3
Invite someone from your state energy offite to visit your class.
Ask that person to describe the state's energy conservation programs.
Discuss with the person how the energy specialist services you plan can

fit in wifh the‘state” prograns.

3 N -
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Choosing a Location

A

Goal: To help you choose a location for your -service.

— , . @

2 1]
Objective 1: List three things to think about in
déciding where to locate your service. .

Objective 2: Pick the best location for an eénergy
specialist service from three choices.

-




e

THE O'TOQLES PICK A LOCATION
Sally and Mike live in dn, area ;hét has many sunny
days. They know many people in the area want te use solar
energy. Now they decide 'to pick— the«exact location for

their service.
8 .

Sally and Mike look at newspaper ‘ads of offices for
rent. They run their building contractor business from
their home. But they want an office fgf their new service.
An ad for "the cheapest rent in town" catches their atten-
tion, The office turns out to be,in a run-down part of
town. Several businesses nearby have closed recently.

Next they visit a new shopping ceﬁter ﬁith office space

“for rent. Many pedple would see their offiee there.. But

the shopping center is on the edge of town. It serves only
ome neighborhood. The O -Tooles want to be:in a more cen-
tral locatjon.

Then the 0'Tooles visit an office near homes and busi-
nesses. There are several small shops and professional

srvices’ nearby: Many people shopr or pass thrdbugh the area

each day. -There is a large’ equipmenfga storage area. "There
is ‘space for a private office, too. he building is in
good cond{tion., The whole area is clean and attractive.
The, 0'Tooles . pan afford the rent. So they decide to locate
thére.

H

. 15 L
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— Read on to. learn more about each question.

A

« Choosing a Location : “y

There are several things to consider when you pick a location for

your service. Here are questions the O'Tooles ask themselves about each

location they visit. ’ '

e Are there enough customers nearby?

.® What is thé area like? '
o ‘Is there enough space t6 run our ﬁFrvice?

e Is the building in good condition?

e Can we afford the rent? ,

2

Customers Nearby *F ’ .

The o' Tooles are right Lhat many people would see théir office in a
new shopping center. But the shopping center 1s on the edge of town and
serves only one neighborhood. The 0'Tooles want a 1ocation near as many
potential custpmers as possible.

v

o

-

A more céntral location would give them quick access to many parts &f
town. - Also, .it's likely that many people pass through a central location

each day. Anyone who sees thelir office is a poténtial customer.

1
NS

Area . ' . ‘ -
. \

\ . The office with "the cheapest rent in town" is in %'run—aown afed.
The 0'Tooles will probably visit customers more often thgp customers will
vigit their office.. Even 'so, a run-down area won't help their service

"image." They don't want customers to think their service 1§ run—down.

.

. 16 - . )
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‘Aiso,'several businesses nearby have closed reéently._ That tells
Sally and Mike it may not be a good area for business. They know many

businesses fail. But they want to start their service in an_ayea-where

‘others_are doing well.
)

]

The?location they pick, near homes and businesses, is clean apd

attractive.

-

Space . .

-

Dé&ide how many square feet yqu‘need for your of@ice. Like the
0'Tooles, you will need an*equipment storage area. If you plan to hire a
secretary, you may want a reception area. You will probably want a ¢
private office for yourself. There yé@ can do papefwoék and meet with

customers.

Building

.7

:

Choose a building that is in good éondition.~ You want four service
. to look professional. Also, &gu don't want to have to worry about prob-
lems such as plumbing '‘and electricity. The building does not have to be

brand new to be in good condition. . <,

~

.

Rent

.

Rent costs vary depending on the location. Check several offices in
the area to see what 1s the average rent. Then decide if you can afford
it. Your service QOeén't need expensive office decorations. Remember,

you will visit customgrs'more than they visit you.

-

-
s r
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3 ‘ Summary , A ' .""
@ N - - ' { :
.When you pick a location for your service, ask yourself these ..
; questions. ’ ©T .
- -+ ‘< ‘ .
e Is it near my customers? -
- - d M . » . - .
e Will the area help my service “image”? . N
. e Is there enough space? , -
. o Isthe \t_;uilding in good. condition? .
’ ) e Can I pay the rent? “
.
' " ] A Y
’ If you answer "“yes" to all the questions, it is .probably a good location.
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~ g -~ Learning: Activities .
; B 7 . ) B ) : ;@ .
Individual Activities oL . f

\ . . N

f- G

- ’ Lo . oL
Get a city map from your €hamber of Commeree, or city planning depart-

ment. Pick a location with homes and businesses. Visit the loca-
tion. Decide if“itxdould be a good place to locate.your energy- .

. " specialist service.

E

- — N

5

" 2. Look yp newspaper ads for offices to<rent. Choose two or more neat

neighborhoods where your service might find customers. Find out the

_number of square feét for each, and the rent. Decide if someone

starting a service 1ike‘ng§s could afford-the rent.
- " ’ ) q ' ¢ ) r's

1 . . v

If you’can; visitfthe officesg‘"See if they have spdce for'everything

you need. “Also deécide Af the buildinés‘are in good condition.

. L . . . R
‘ \ \ . *
:

. 3. VisTt a part efitgyn,éhat‘yon think is“a good location for an energy
sp’ecialist service. Write'down a descrigtion' of the ‘areao For eicam-
- ple, describe what the homes look Iike, and what the businesses are.

Or draw a picture of the area, !

: N . ‘ .
.é. ‘Look up the addresses of solar energy equipment companies 1in the
. Yellow ?ages. They'sﬁll soldr systems and”products you may use in
s your service: Visit one ot more, -and- decide ‘if you think they are in
. good locations. S . )

} ’ 4 .
) - | 8

o -

Ask them why they picked
L4 the locations they didz' Ask them 1if they are satid@ied with their

5. Interview one of Muore solar company owners.

locations. " ., !




X

Discussion Questions o ’\; .

1. Do you think the 0'Tooles-picked a good location for their service?

Why, or why not?
) £

2. Pretend the shopping‘jenter they looked at was in a more central
location. Would that be a gooq.location for their service? Why, or ,

why not? .

r ’ -
3: Do you think that your service location can help make a opd impres-

sion on-customers? Why, or why not? What things about the locatien ’ =

- would make a good impression? A bad impression? \

.

. . -

e

,Grou Activiiy ) /f
Get 8 city map from your Chamber of Commerée or city ﬁlanning depart-

ment. Divide the city into several areas. Divide your class into small

-

<
groups, one for each city area.

A v

)

Each group should visit its area and decide if that is a good loca- «\E
tion for an energy specialist service. To help you decide, consider all -
these questions. : ‘ - '

e Is thé location ngér potential }ustomers?
e Will the general area help the sérvfce "image"?
° Is there space for everything you need? .

' e Is the building in good condition?
o Could someone starting a serv;gb\afford-tﬁe rent? To help

answer this question, find out typ&cal office rents j//the -
area. ' B
? w ‘ i //}/

B A~
After all groups ‘have finished, take turns repofting £6 each other.
Describe “your group's 1ocation. Then tell what you ided and wﬁy.

. L. 23
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UNIT 3
) : / /
c . ! .
,'Getting Money to Start
A O . 8
’ . - ‘e ' .
Goal;\ To help you plan how-to get money to start &our ) "
energy speclaligt service., ' . A
? ’ ‘ ' ~
Objective 1: Write a business descériptidn for your
service. . ) . .
T Objective 2: Fill out a form showing how much money . .
.you need to borrow to start your service. ‘
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] . . THE O'TOOLES APPLY FOR A LOAN

> N

“

-4

»

y for

Sally and Mike add -up everything they need to
. _ to start their.service. {ie total comes to $15,0 They
) : have $10,000 in théir savings account, so they need $5 000
more. They decide to apply for a bank loan. .

~  They ask: the bank's loan officer what the bank requires.

She” tells them, "The bank needs a business description about
your plans. The description must tell exactly what your
service will be and how you will runm it.

"You must also prepare a statement of finangial need.
It must ghow your start-—up costs, how much,money you have
now, and how much more you need.

L

Sglly‘arnd Mike take home all the nggeSsary bank forms.

N K

A

They re excited abont starting their service. They want .
the bank to think t s a goqgd idea. 8So they work—ery
carefully on the informatjion the bank needs. Tney want
their information to'be elear and complete. .
J -
- , >
» .
. o - ‘.h
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v
’ 1 ™
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Getting Money to Start

.o, .

"LWhen,the 0'Tooles apply for a loan, the bank wants information about
‘thém'égd their business piéns. If you apply for a loan, the bank will
"need information about you and your business plans. Y;u can start now to
keep a 1list éf your education, work experience, and finances. ?hat will

help you provide the information abéﬁgyyou.

For;their business plans, the bank needs a'busigess description and a

statement of fiqancial need. Read on to learn how the 0'Tooles prepare

these’things.‘\ .

\

Business Description

. . -

' The 0'Tooles'*bank wants to know exactly what their’ service will be

and how they will rue/it. ’Their business description must show that_they

have made complete plans. It must be organized and ¢lear. Remember,
the bank on their idea!

Y

-

.they have_to "ge

”
FRY

. The bank/requires five kinds of dnformation in the business

~

deécripti s R

Kind of business. Exactly what kind of business is it? . What

services will it offer? .How will it be run?
_ Lofation. Where will it be ldéated, and .why?s‘H
' ,Cohéefition. What 1s the éompetition like?
Customers. ' Who Qill the customers.be? &

Plans for success. How do they plan to make their service

"stand out”?

s
»

Réad on to see how the 0'Tooles' business description covers the five

kinds' of information.,




f '

-~ ~

.

Kind of business. The 0'Tooles write, "We plam to start an energy

. . 'specialist service. Its name will be Energy; Ing. ‘Its overall goal will
be to help people save energy and use it wisely. We will offer two main

services: an energy'audit, and a solar service. We will be partners in

owning and running the service. We also planpto hire a qu%lified solar

equipment installer.” .- S

2 E

Location. "We plan to locate the service at 122 Broadway. fThe loca-

T tion is near homes 1ag.other businessesp. It is in an area where we can
[ *

" attract customers. e can rent an office#and eduipment sEorage space for

$500 per month." . ] '

.

4
- s i

v . ° ) .e‘
(.

Competition. "It is hard to predict how much competition we will
have. Right now we are the only building contractors.in the area who

specialize in energy conservation." .
& . R .
_ .

A -

Customers, "We plan‘!ﬁ attract customers among homeowners and busi-

«

= ness owners. -Many people in the area want to conserve energy. Fedetal,

A
. state, and locai tax credit programs encourage them to use solar energy-

saving methods. Based on our expérience as bui}ding contractors, we o

[

belteve we will have no trouble attracting customers."

°

» . &

Plans for success. "Péople recognize the need for energy comnserva-
tion. We will stress that we are energy speclalists: We will point out
our professional experience as licensed housing contractors.: We also

Plan to show people that they are saving money by saving energy.”

- . @

. S ° ’ . L3
‘ You can see that the 0'Tooles' business.d scription gives the infor-

k4

mation the bank requires. Read on to learn dbout' their statement of

, financial need. ; // - .
* ’
. Statement of Financial Need ‘ _:Nx
A ‘
- ? . | [4
) The 0'Tooles' statement of financial need must show: (1) their
. . start-up costs; (2) how much mopey they have now, and (3) how much more
they need. This is how their completed statement lgoks:
) . - 257
Y . -

2




’ ' 4 . .
- | ’ ®
STATEMENT OP+FINANCIAL NEED
| ) 3
. ’ -Starting E)‘tpenses . - ‘Money on Hand
. . Salaries - $ 3,000 ° Cash on Hand $10,000
* . Building an‘d Property 1,000 " Gifts or Personal
" Equipment and Furniture __ 3,000 - Loans
Supplies 5,000 Investment by.
* Advertising ) 3,000 .. Others %
" Other (licenses, insur- _ 1,000 K . TOTAL  $10,000
ance, professional services) . y
. _ TOTAL ‘ $15,000 - .
* e 4 @
- X . TOTAL STARTING EXPENSES $15,000
: TOTAL MONEY ON HAND . $10,000 °
TOTAL LOAN 'MONEY NEEDED $ 5,000
~ o ° 2 . :
5

You can see that their starting expenses add up to $15,000.  You know

-

they have '$10,000 in their savings account;-that's_ "Cash on Hand." Nobody ,
> else is investing in the service now. So they deéd $5,000 "in loan money o '
‘from.thé'bank” The $5,000 loan plus their $10,000 will give them the '
$15,000 they, need to start. ’ . & ‘
S
'.'°_~4_‘3' If the bank wants, the 0'Tooles can show exdctly what each expense
' inciudeg. They ' ve reallyadone their homework on how much it will cost to

start their servige. v

Meetifig with the Loan Officer ' T ' ~

o

I
. N y'-, -
After the 0'Tooles complete their business description and statement
of financial need, they meet with the t;ank loan officer. They discuss
their plans with her. At the end of the meeting she says, "All the

paperworlk you géve le about your plans was organized and clear. You did

7. four other thipgs that made me think’ yo{x will run your service well. =
Firsf:, you 1fstened to my advice when I made suggestions about your ser- ’
- vice. That makes me think you will also listen to acco'untantsk or lawyers .

T 26

- 29
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’

. gn If you need their advice. Secondy you. .were ready to answer questions

about’ your service. You've thought about how to handle pr9b1ems. That

makes me think you will be able to think through and solve problems well.
Third, yo& are willing to invest your own money. That-tells me you have
confidence in the success of your service.

-

_put a lot of your energy into your service.

Fourth, you are willing to
You know it takes a lot of >

time and hard work to start a business and keep it running. Congratula-

tions, your loan is approved!"”
- ) ‘ [
.

The four things the loan officer describes can convince a bank you

are a good business risk.

Summary . N

s

To apply for a business lodn, you need to provide information about
yourself and your busines% plans. <You now know the kinds of information
to include in your business description and statement of financial need.
You also know some other thingg that help convince lenders that &ou are a

-1

good businéss risk.

“ gt




Learning Activities

Individual Activities » - S
1. Pretend thét €;; statement of financial need shown below is for your
service. Fill in the blanks. How:muéh.loan-money do you need? ~
. $ . ¢ -, <
STATEMENT OF FINANCIAL NEED
Starting Eiper.lsez o, Money on Hand
Salaries’ ' $,2!000 Cash on Hand $ 5,000
/ Building and Property 1,200 Gifts or Personal __ 1,000
. Equipment and Furniture® 4,000 Loans .
Supplies ~_ 4,000 . Investment by 3,000
Advertising 1,600 Others . -
Other 1,000 TOTAL §
R -
. TOTAL -
- N . ) ‘
. TOTAL STARTING EXPENSES $
« TOTAL MONEY ON HAND $
~ . ) TOTAL LOAN MONEY NEEDED $
B N - 7
2, Call two or more banks in your area. Ask what they require when
people apply for a business loan. Describe how'qhe banks are the
same or different in what they require. . ‘
. . ) » . . * " .
* 3. To get an idea of what your start-up costs might be for equipment and

4 *
supplies, call two or more building contractors. Building contrac-

tors use equipment and supﬁlies similar to what‘&ou will need. Ask

8
what types of equipment.and supplies they use, and what their start-up

-

costs were. o R

-

.- 28 _ 231.»
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Call two or more solar equipment companies. Ask what their start-up

advertising costs were. Ask what types of advertising they used to

’Startv_

1
- -

Write a business description.about the kind of energy specialist ser-
vice you might start. You ﬁay have to make up some information, such
as the address. Tr}-to magé your busiﬁess description organized and
clear. I;clude information abQut these. five things: (1) kind of
business; (2) 1oca£ion; (3) competitionfz(é) customers; and (5) plansl

for,success- i ’ | . -

(s 3

4

.

Discussion Questions

‘
[3

1. Db(you think the O'Tooles' business description describes well what

their service will be and how they will run 1t? Why or why not?

. ‘
[ MY
y oA .

Can you think of any start-up costs they forgot to include im the

statement of financial need? ‘If so, what? o

o

2
.

S

If you were the loan officer at their bank, would you glve them a
loan? Why or why not? .

¢t . ~
— “ @

.

Group Activity

¢

Invite one or more loan officers to vis youf class. If possihle,

in&iie them - from different placesgg'For example, banﬁs, credit un(ons,

and the Small Business Administration afl glve loans. Ask what they
2P§%uire when people apply for a ‘business loan. Do they allchabe the same
requirements? If so, wh;t are they? If they have different require-
ments, how and why axe they differgnt? Do {hey all requi;e a business
description and a stétement of financial need?  Ask questions about a%yj

\
requirements you don't understand.

W
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L 3
o Being in Charge

Goal: Tg.help you plan how to hire and tréin.employees and
: divide the work of your energy specialist service.

;
'

Objective 1: Decide how to divide the ﬁ#rk of your .
service ampng several employees.

-

Objective 2: Pick ‘the best person for a specific job
in your service. .

Objective 3+ Describe*one ‘kind of tré&ning you
might give your employees. .

o . !

33




SALLY AND MIKE DIVIDE THE WORK

Sally and Mike have thought a lot about how to divide )
the work of their service. Between them, they have all}-the
.skills to provide energy *audits and solar services. But ,
they also need time to work on finances. And they need to
do all the other thing¥ jt takes to run a business.

1 ¢ .

% : The); decide they will share the overall management of

) the service. They will explain their.services to custom-
ers, do energy audits, and advise customers on solar energy-
saving methods. They will-wmlso prepare cost estimates for

. customers and supervise each job.

They decide to hire a qualified solar iastaller to do
most of the work installing solar devices. To recruit
app{icants, they run this ad in the newspaper: .

"Wanted! - Qualified solar-installer for %ur
new energy specialist gervice. You must
have completed a solar apprenticeship.or
similar training. Responsibilities will
include installation, *troubleshooting, and
maintenance. Advancement possibilities. "
References required.” '

Sally and Mike interview several appMcants. One per-
son theY interview is Marcus Jones. Marcus completed the
solar apprenticeship offered by the local sheetmetal union.
He then worked for a solar equipment company for a year.

He installed solar devices for customers. He liked the
work, but he wants more responsibility. He's very enthusi-
astic about Sally and Mike's service. He' has excellent
references. Sally and Mike decide to hire him.

L4

They decide to use a typing service at first. So they
don't need a secretary. They will train Marcus to help
them do energy audits. As the service grows, they may need
to hire more energy auditors,  solar installers, and a
secretary. ’ :

a




v
- . .

Being in charge means that

. Being in Charge -

.

- " ~
, O . : R

you are the boss. You make the decisions

about how to run your servic:é;‘Some of your most important decisions

will be about hiring. You w

1 want to hire the best people you can for

- every ,job in your service.l Yoy will want to make sure’ they have the

~

training required for thdse jobs.

Read on to learn more about the kinds

of decisions you will make when you hire and train your employees. .
’ ‘ . .
. - ¢ s 1
Hirigg “ T -

!

Your first decisions are what jobs you need filled and how many

pesBle you need for each job.
energy services you offer.

the size -of your service.

What jobs will depend on exactly what

How many people for each job will depend on

.
)

. P
[y
. H

Log )]

$ .

' . ’ 'e ’ﬁ‘.

Next %you must decide where to look for people to hire.

The 0'Tooles

decide to run a newspaper ad.

The ad tells exactly what kind of petson

they need.

You can see that they get a lot of information into a brief :

ad._
the\ad is clear and to the point.

e

.
-

Check the people's references before you hire them.

depending on your needs.

b4 ”

Matching People and Tasks - .

You will want to be sure that all employees kno

Give each employee a,written_job description that e

From the

of people‘you interview, yodgcan hire full-time or,part-time-staff,

That's because they know exactly uhat they want 1n their staff. So

-

upooln

£

N

hat their jobs ares

tl describes that *




4

person's tasks. ‘yere are- brief desCriptions of staff youmight 2ﬁed in

your energy speclalist service.‘
’ /

Energy specialist. Like Sally énd Mike, these people should be

speclalists in energy conservation. They should knew a lot abouf energy
systems 1in buildings dnd other structures that use energy, such as swim—
ming pools. They should understand solar heating and cooling systems.
They should also know how to use solar technology with other types of
heating and cooling methods. They need to prepare cost estimates and
explain how saving energy saves money. ° They should’ also know,build}ng-

codes, solar tax credit programs, and other energy regulations.

@ e

Energy auditor. These people should be skilleB in examining homes

and other structures to tell customers how to save energy. For example,
they will chedg the furnace, water heater, insulatipn, and windows to see
if customers are wasting energy. - They will advise customers on ways to

?

conserve energy. : . N ’

Solar installer. These people must know solar hardware and plumbingi

- 2 @
‘They must also know how to connect solar systéms with standard backup
-»

heating and cooling units. They .should also be able to troubleshoot

prohlems and provide routine maintenance.

-

- . . “ . N 5 “ - ,
“?ou and your staff really need to have a wide variety of skills.

You qeed technical skills in sheetmetalé plumbing, carpentry, electrical'

heating and alr conditioning, and related construction trades. As the
owner, you also need business management skills to_ keep the service

running. . = . e
[ ’ . ; ) "\. Ay ! ‘ . ’ Vu )
When Sally and Mike hire Marcus, they are planming for the future as
well as the present. Marcus has skills they need.. He also wants advance-

ment possibilities. The O'Tooles see him ds a future supervisor of other

installers'and audttors if their gervice growvs. They plan to try very

hard to match their employees with basks they like and do well.

? e

‘-

4
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Trainigg

¢ €
The traiping you will want for your staff will depend on the specific

energy services you offer. Man%vconstruction trades provide training

RN

related to services yoll may offer. Solar apprenticeships are offered by

a variety of unions and other organizations. .

©
o .¢

A L4

\You will want your staff to have as much training as possible before
you ‘hire them. 8y will still probably want to give them certain kinds
of on—the-job training. r

- Qe B ' - y \ L}

¢

.

For example, you will want your energy auditors to follow your ser-

vice's procedures as they- conduct energy audits. You will also want to

be sure your solar installers know all the local building codes fthat '
apply to solar tech logy.  You may want to train some of your emnployees
torgrepare cost essz)

mates of jobs for customers. You wilY want to keep

your staff up-to-date on the latest developments in rgy conservation
and technology. e ‘ —'//////////923 i

\ - < ' N
/> Ask your qtaff for suggestions of areas in which they Would like
training. Talk with customers about. the quality of work done by your
staff. 1If the quality needs improvement, help. your staff get any addi-

~

tional training they need. Your goal is to hire and keep\well trained

staff. -

Summary . . . \
' = ; b

‘
'

Hiring the best people you can 1is a key part of runming your service
well. You need to knowpegactly,What jobs you need done and what kinds of
people you .need to do\them. The people you hire need to know exactly
what is eYypected of them. YOu may\want to give -your staff on-the-job
training to- help then keep their skills up- to—date.

o

-
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- Learning Activities ) .
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&
4 . ~ 4 ’ * .
Individual Activities , ) y

2

1. Wr%te a paragraph ébout the employees you need for yodr service.
\ e Include these things in the paragrapﬁ@ (1) tﬁe number of ;mployees
" you need; (2) what their duties will be; and (3) what backgtound and

personal qualities you want fhem@:o have'. ‘

B
.

2. Write an ad to recruit people as energy auditors for your service.
Write the ad 80 that it tells exactly whgt background and personal

qualities they need.

\f ‘ 3. Write an ad to recruit peoglef as solar installers for your servic’e-
/ .</‘ Write the™ad solthat it tells exactly what backg;ouda and pe;sonal
N qualities they need. l - ’
g S - <
| 2' :. ) 4. Call one or more‘soiar equipment companies. Ask if they employ solar
. 1 u" installers. If so, ;gk what their duties are. Ask what training

they need. If you call moré than one company, compare thelr answers
to see if their employees' duties and training are the same or dif;

* 'ferent.-
L4 [ Y

-

5. Call one or more utility companies that do energy audits. Ask what
their energy auditors' duties and training are. If you call more

Lo ,
- than one'company, compare their answers to see if their auditors’
“ ' duties and training are the.same or different.
. k]
) 6. Find out if the conmstructfion trade unions in your area have solar
n apprenticeship programs. If they do, find out the entrance require-
§ . -~ ments and the program contents and length.

.37
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R
Discussion Questions.. . roe

1. Do you think the 0"Tooles' ad does a good job of describing .the
employee‘they need? Why, or why nog?

2. Do you think they made a good decision to hire-Marcus? Why, or why
not?
]

3. What kinds of training will you probably want yourignployees to have?

<

Qigup Activity

«

In, pairs, take turns role playing'é hiring interview. One of you 1is
the owner of an enérgy speci;list service. The other "is someone applying
for a job as a sola insfallér with that servicé. The purpose of this
activity is for you to practice being an owner. When you ruh.your own "~
service, you will %ntérview pegble before you hire them« ‘This gives you.a

chance to practice an interview.’

) When you play the “owner," decide what backgr?und and personal quali-
ties you want your instal}ers to have. You must do two main things in the
interview: asé questions to find out if the “applicant” qualifies for the
iji and tell the "applicant"” what the instgller's(duties will be.

-

\.
When you play the “"applicant,”-decide on your backgro

‘d and personal

qualities.\ Then "be" that person during the interview. When the "owner"

describes yqur duties, ask questions about anything you don't understand.
’ 1
- |

Before you begin the role plays, the whole class can list these things
» }\

on the board: (1) questions the “owner" can ask to find out'if the "appli-

‘ \
cant” qualifies for the job; (2) installer duties the "owner" can describe
to the "app ant"; and (3) kinds of“@gckground and persopal qualities

“applicants” can have. These lists canghelp you'in your role plays.

Q N
At the end of each interview, the "owner" should decide whether to

hire the "applicant.” Talk about the reasons for your deélsion.




Goal:

Objective 1:
to be done for one of your customers.

,Objecéivé,Z:
. an employee.’

Organizing the Work

s .

To help yoh;nganfze the work of your energy
specialist service. _ >

.
i

L] [
> ) f

On a work order form, list what needs

-

o

rite a work schedule for yourself or \




WHAT A DAY!

‘Energy, Inc. has now been in business for a month.
Sally and Mike have been very busy. They often find then-
selves saying, "What a day! "It's a good thing we're organ-
ized,- because there's a lot of work to keep track of."

Tonight. they're discussing one of the phone calls they
got today. Mike says, "You were out doing an energy audit
when Mrs. Howard called. She wants to put a swimming pool
in her back yard with a solar heating system. She asked me
how much it would cost, and how the system works. I told
her that you or I couldfvisit her tomorrow, talk about her
plans, and prepare a cost estimate."”

"That' s’finé:' says®8ally. "I can do it at 11 a. m.,
becaugse I'11 be in her neighborhood. 1I'll also explain to
the Tarwells how a solar domesti¢ water heater will save
them energy and money. We don't have any energy audits
scheduled for tomorrow. Marcus knows he's scheduled for
two solar installation jobs. How about if I do customer
visits in the morning while you answer the phone and do
papertiork here? Then we can sﬁitch for the afternoon.”

Mike answers. "I'11 .call Mrs. Howard first
thing inthe morning and tell her to expect you at 11."

"Greét




. ~° @,

[ ) R

~ Organizing the Work

When you Tun your service, there will probably be many times when you
say, What a day'" You wil]l work with many different eustémers. Each
one will have his or her own particular energy conservation needs. " So

each job you do will be different. -

=" N

To help your service run smoothly, organize the work. To‘organize

the work well, you must keep track of the work and schedule the work.

{ “e

Keeping Track of the Work

-~

) IN

-~ Keep track of the work to berdone. This will help you schedule your

. staff assignments. It will also help you respond to customer work orders
- promptly. N ) .

.
tn . 4

Most of your customer work requests will probably be made over the

‘ N « So.you will need some way to keep track of requests as they are
///z:::?’ You should keep records ‘of at least the following information:

- ) T ) ® customer name, addrefs and phone number; »

: _ - z e date and time'they callj B

) 2 e what they want done; and

: e what you do about their request.

;_" T An easy way to keep track of customer resuests.is to keep a file o;

S-.if . each customer. In the qlle, you‘csn keep a list of what gervice yeu pro-

i , vide the customer. You can add notes abbut aspects of the work you want

R - to remember.

< h ' ’
Y - ‘ .

. . ] ) It :
Every time the .customer cdlls, add the new request to the file. You

¢an check the file to see what services you have given the customer
Cx SRS . :

,
i} . ' .
- . o . »



before. If customers have questions about what you've done for them, you

can qﬁickly look in their file to find out. .

M °

To keep tragk of the work to be done for each customer, the 0'Tooles

-

use this form: . . ‘

, WORK ORDER
FROM: Energys Inc. DATE: -

' . . WORK ORDER NUMBER:

ORDER TAKEN BY:

JOB FOR: __

START WORK ON:

TERMS OF PAYMENT:

* N -

T

. Person

Déing Work Description of Work Materials Total Cost

N

WORK STARTED: _ » ' TOTAL MATERIALS

*WORK FINISHED: : TOTAL LABOR
" TAX

TOTAL COST

-

A

Some of their work, such as installing solar water. heaters, involves
éepargée qést§ for materials and labor. For othér work, such as energy
audits, they charge a flat rate. So for enérgy dudits, they simply use
the Total Cost column‘gn therybfk order. The forms you decide to use
will'depend on what services }ou offer.

The Q'Tooles make three coples 'of each work order. Copies go to the

customer, the staff member doing the . work, and the 0'Tooles' customer

file.




LI 4

-scheduling the WoFk' °-

w

The 0'Tooles are organized.

ahead’of time.

ties are each daye.

this:

Y

They schedule each day's work orders
That way, all staff members know what their responsibili-
"“The fogm they use for each day s schedule looks like

-
L4 J

DAILY WORK SCHEDULE . ‘ )

.

CUSTOMER NAME AND ADDRESS

. % START
WORK TO BE RONE . TIME

3

o

-~ o~ They use as many pages as necessary for each day.

The form is simple

and gives the basic information they need for scheduling:

®

.
l.'

customers names and addresses;

.

.work to be done for each,cdstomer; and

time to start_wérﬁ'for each customer.

' \
°o . .
. .

b - s

All staff members get copies of the schedules so they_caﬁ plan their

work.

L3

.

\

£

.

v

&

The daily schedules help in other ways besides planning each day's
work ahead of time. =
‘e When unplanned things happen that throw the schedule off, the
o' Tooles can quickly decide what changes to make and see which
customers to call about those changes. .
. If they need to contact any staff quickly, they ean check the
schedule’to gee where they are at that time. *
o  If staff members have problems with the: schedule,.they can point

out exactly which work they think won't get done. The schedule .

- 4 =can be changed if necessary. .

.
K

44
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Scheduling the owner's work is not easy! You need to be “on top” of

gverifhing ﬂhaf_your service does. You will spend time doing all of

- these things.-*
e Hiring staff o
® Training staff . '

=

e -Organizing the work

e Supervising staff .
‘ o Keepimg records of work
e - Keeping financial records '
e Talking with clients ' :
° Handliﬁg staff problems . : ®
e \Meeting with other'people you dealiwith (accountant, building

.

inspector, ingurance agent, and others) .,

N /
® Dealing with emergencies ¢

‘e: Solving routine problems
- e Planning for the- future

( ° 0
With all these things to do, you can see why it is important td be

organized. . . ;

Summary

. 4 . A
You now know some of the things the 0'Tooles do to keep track of the

work and schedule the work. Keep these things in mind when you organize

.

the work of your service.

%

P o ' 45 | 4155 B

-

»




o

Individual Activities

1.

4,

7

5.°

§

Call ope or more solar equipment c0mpanies that "install ied s< rvice
L. d
solar devices. Ask how they, keep track of the requests they get from

customers. If you call more than one service,\do they keep track- the

’

«

same way? If not, what's different? ..

Call a*utility company that does energ§ audits. AsR how it schedules
the audits. Find out what the audits include and how g they take.

° -

Call one or more solar equipment companies that’ install, and service
solar devices. Ask if they make daily schedules for the work they do
for customers. If so, ask them to tellwyou what the schedules are
like. 1If you call more than one service, do- they schedule their work

the same way? If not, what's different?
- ’ .
N &

P

- .
Design a form you could use to keep track of phone requests you get

from customers. You can use 5".x 7" file cards or any other form

that would work for you, Remember. to include the basic information

you need about customer reduests. ' o
. @ .

Pretend that yo‘ are deciding'how to organize the work of your energy
specialist service. Design a work order form to keep track of the
work 'to be done for each customer.s. If" you like, show it to the class

and explain how it will work.




’
‘Discussion Questions

. [ Ed -~ .
v - -
. -

1. Do you think it's important to keep track of customer requests your

. setvice gets over the telephone? Why, or why not? If you think it's

v L4
important, what' kinds of information should you keep track of for

¢ *

. N - each request? . A ‘ -
2. Do you think the O'Tooles'wwork order form will help them organize .
< *  the work og their servive? Why, or why not? Would you change ic?
0 . " If so, how and why? ': ° '
’ R 3. Do you think you will be busy as the owner of an energy specilalist
N ’ service? Why, or why not? What are some of the things you will do?
Will you like dofng those things? Why, or why not?
M b ’
Group Activity . N
f . \ ’ : N ¢ . | - » *
‘ . M Look at the Iist of things you might do,as the owﬁer of an energy ., -
o speclalist service. The list is in your text, right before the Summary
' . for this unit. Canyou think of other things the owner might have to .
) ( do? Add them to the list. \
.dr';. .y
On the chlalkboard, "make two columns with these— eadings: - ) /
| .
Every Da : 'Not Every Day ‘
v - ¢ ) ¢
. . . . . . . o .
. . Fog each thing on your list, decide whether you would have to do it

every day when $ou rup your service. Write it in the cglumn where you
decide-it belongs. ) )
( 5
‘ Try to decide‘how much time’you think you would spend doing each
thing. For each thing in the "Every Day” column, write.do;é how many
hours .you would spend on 1t every day. For each fhing in the "Not E;éry // .

3 Day" caluqn, write down how many hours you would spend on it each week.

°
{ . ' *

Does it look as if you will work many hours runnihg your-eéérgy
.. . ‘

specg alist service?




Goal: To help you decide how to set prices for your energy
speclalist services.

Ay

, -

, 3 Lo
Objective 1: Pick the best price for one of “your .
services. ‘ .

.
.
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".". . SALLY AND MIKE SET PRICES

v
- 3

Marcus-ig eager,to'learn about how Sally and Mike run
their service. He asks how they set their prices.
- 4
Sally explains, "We already had experience setting

Ve,

prices for our bulildifg contractor service. For our energy

speclalist .service, we figured that no two jobs would be
exactly alike. Each customer would have ‘different energy
conservation meeds. So we knew it would be importapt to-
prepare careful cost eftimates for eacl, job."

"'"'""'"N. . .

"That's right," adds Mike. “We deWBed to set flat
rates for the” energy audits.. The rgte depends on the size
of the building. For the solar service, we give the cus-
tomer an estimate of labor and material codsts before we
start work. We agree not to charge more than our estimate
So you can see how important it is to estimate carefully!"

“Sally continues, "Right -now we're the only energy spe-
cia;ist service in the area. . So we don' t have competition
we’, .can compare our p;ices to. But it's likely that more

‘ contractors will offer energy speclalist seérvices soon.
Then weZwill have- competition. We based oqur-prices on the
» average labor,ﬁnd ‘materials.costs in the construction.

~ -trades. "We-did that because our .gervice draws on many

t,raﬂe Skill%o & Z
o - . L
o w“
Ma; ‘cus sﬁys he.can see»there .8 a lot to 'think about
when gu set prices. - . ..
— r‘ ~ *
g LT 4 A s -
b > ;
‘1h’ oo . .
. ,‘ B + “\
ro )
- “
¢ »
7 . .w . o~

~
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Setting Prices

~

L4
.

How will you decide how much to charge for.your services? Here are

five things to~think about when you set prices.: . :
What are your costs for“materials?

How much demand 1s there for your services?

How much competition do you have?

What are.your expenses to keep the service running?
~- ‘ *

How much profit do you want to make?

Read on to learn more. PN '

Coste for Materials

e

In your energy specialist service, you will be charging your custo~

mers for the materisls you dse in your solar installations. These wil

include solar panels, .piping, valves,. insulation, and all.other materi

P4

\
als. Like Marcus, you will generally charge your customers a separate

amount for materials. Your labor charge will include all your other
expehses. .

Demand for Services

Your customers will pay more for serviags they want than for those
they don't want. They will alse« pay more for a seryice they want 1f71
i ' A
the only one arouﬁc. So you need to find out how popular your service

e’
are. ~Y

¢ Y
. .

The 0'Tooles see a high demand for an energy specialist service.

People’ realize how important it is to save energy and use it wisely.

1

t's

You



. - -
- -

' can help create demand for your services through advertising. Point out

to potentiai customers that they will save money by saving energy.

Competition . -

. e i Right now‘the 0'%oles offer the only energy service in the area.

‘ They wilf attract customers partly because their service 1s the first of
its k"i, So at first they don't have to worry about competitors chayg— .
ing lower prices. . '

. . But probably they will soon have competition in their location. Then
they will have to see how much the competition charées. If the ©'Tooles'
prices are a lot highe:', they may lose customers.

You will need to kndow what your competition Charges. If you can
. *  offer lower priz‘ces, your customers will .be happy. If you can't offer
¢ ‘ lower prices, you must convince customers that your service is better.
) Then they won't mind paying you more.
‘Qperating Expenses ] ) ,
. < Operating expensee are your expenses to keep the service running.
Yt
. Expenses to run" your service will include:
e rent and utilities (phone, electricity, wa,ter, heat);
X > ® salaries; . i . ‘.- .
R e .advertising; e
e insurance; . -
e office supplie‘s* . * o
° equipment maintenance, and 1
' 1
® ‘"professional services" (accountant, lawyer, insurance agent)
Keaep in mind that you will need a wide range of ihsurance to protect
. - the pubiic, propegty owners, and-you.
- X ¢ .
53
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Your expenses for salaries will depend on how many employées you

have. To attract and keep good staff, you may want to pay highet than

@

4 average salaries. ) >

.

The consg}uctfon trades recommend hiring union members for high\
quality work. Salary and benefit costs will be higher for union than for

non-union workets.

a -
- -

-~ -~

s You will need\to figute ‘out how high your opE?ating expenses will
be. Your operating expenses may be -ve igh. Then you may decide to - .

/ charge more for your services. Or yeu may figure out how -to cut your .

operating expenses.

- . .

Profit /
LR31T 13 .
~ , . .

How much money do you want your®service to make in a month of a year? . .
" That amount 1s your "profit goal.” It ghould be at least enough to cover

yougr expenses and pax,salsties. . : =

Many small business owners give themselves only a small salary at

. ’ -

fitst. They want to be sure they have enough money to keep the business
\

1
<~

tunning and to pay their gtaff. ‘,2 - y@_ -

. ¢ '.""“ . - ~
g\\ -
How high -you set your prices will depend pattly on how much profit

§

you want to make. The 0'Tooles' pnofit goal ﬁpr their fitst year 1is' to , .
make enOugh money to cover theit opetating expenses. They knog/;t 8

unrealistic to get their profit goal 'too high. . ’ ,
e . - o T ) U N

®
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. K

For energy audits they charge a flat rate, depending on the size of
the ‘building. - 'The charge is for the energy auditor s time to do the

- ¢ '

audit.

¢

R

_For their solar service they estimate the labor and materials costs

before they start work. «The total cost depends on exactly what the cys-

.
-

tomer wants done.

.

“If zou'provfde services that require separate labor and materials

costs,. make gure you know how to estimate carefully. The construction

trade unions have manuals on how to prepare cost estimates. Try to get

experience at doing cost estimates. .

Summary
\A \ i -
You now know things to think about when you set your prices. These

tﬁings include costs of materials, demand, competition, operating
expenses, and profit. By c

v .
.
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- . ) ‘ ‘ Learning Activities : ) .

AN

-z - . . i

-Individual Activities

. . . . -
.

0y . -, L]

© o i

1. Call two or more- solar equipment companies that install solar devices.

Ask what they charge for their services. Compare their prices. Are

v

" they the-same? Ask what things they consider when they set their

¢ o
- o

prices.

2. <Call'a construction union or building corractor association in your .
e YR area. Ask 1if it has manuals on how to prepare cost estimates for

work to be done. List the main topics the manuals cover.

«

[N

3. Al Cohen plans,to start an energy specilalist serwice. There's a lot

’ ’ LY of,competition in ‘his area. Do you think_he should charge more, ¢ ‘
"> 'less, or about the same as the competitionf Why? e . C

- ) . , . Y
. T eeene -
. -

4, Pretend that after three years the 0'Tooles decide to hire two more
e employeesf& They also decide to buy an infrared scanner for heat loss

detection. ’ Their operating expenses have gone up a lot in three

’ . ' ye:;f. ‘They're trying to decide if they should charge extra for
~ cu omers ‘who want the infrared scanner service. Do you think they s :
.. should? th, or why not? » £ .

P
\ -

5. Pretend you are just starting. your energy specialist service. "If you '
- chaxge the same as yQur competition, you will make a big profit. If . ’
¢ you charge siightly less than your competition, you will 'still make a
Q‘\»i—"""“'-pw.‘of'it, but not as much. Will you charge the same or less than your

competition? «Why?

q

.V, \\J ) - , ,-‘.




‘ Discussion Questions . )
. " A ‘ . .
1. Do you agree with the O'Tooles decision to base their prices on.the
' - average labor and materials costs in the construction trades? Why,
or Why hot? . . ) A“\ ’ ‘
2. Pretend the O'Toole;\ﬁawe a lot of competition‘in theirvatea. " They
) know their competitoré‘\prices. They could set their prices highet,
1oﬁeg, or about the game as the competition. -What do you think
they'll.decide, and why? o

ey

o
~

Group ‘Activity

“* 3. What do you think will be the 0'Tooles' highest operating expenses° -

>

Why? What do you think will be their lowest operating expenses° Whﬁ?“'

e )

ﬁ“ Divide into two or more groups: Each group should write down this
‘ list of things to think about when you set prices: ) .
) ° cost of materials' S !
, @ demand'fog services; ; ) . .
3 competition;* ) ) _
y o' operating expensés; and )
P profit. ‘ .
} Read the case study on the hext page. Which of the five things do you
i: think will be most important to Paul when he sets prices? Which will be
1east;important? When all groups have finished, report to each ot her
K " what Fou dEcide. Did all the groups choose the same things? If not,
;_ : n' © . talk about why you decided what ‘you did. I . ’ -' . L

. . \ . . -

’
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o ’ . T
Sunpower, Inc. .

. 3
-
, . .

¢ Paul's service, Sunpower, Int., specializes in energy-saving

solar methods. . It's,]:ocate‘d in an area that gets a lot of sun.
- There's a'high d;mand for 's‘Qlar services, but there's also a lot
of competition. Paul plans to give excellent guarantees with
. all his work. ' He has“top quality staff, at;;:l he will pay them e

well, He plans to advertise heavily during the first year.
He's a little worried abqut rising materials costs. He plans tgq

cover all hig operating, expenses before he takes a sal'ary for ] ¥
himself the first. year. AR ¢ ¥
3 o
. ‘ en
. 3

58 ' ' \‘ e
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- A
\ Goal: To help you learn ways to seyl and advertise y ur
energy speclalist services.
< - N '
. Objective 1: Pick one way to advertise your service.’ v
: Objective 2: Design a printed ad for your 'service. ,
|
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THE O'TOOLES ADVERTISE

¢

' ~
The 0'Tooles plan how to advertise their service. They

discuss all the possible ways to advertise. One of the
ways they choose is a printed ad. They can put the ad in
newspapers and the Yellow Pages. They can also mail the ad
to potential customers. Together they design this ad:

4
\

. ENERGY, INC.me

Save money by saving energy! Make the best use of
energy avallable to you. We can help. We offer:
e energy audits;
o solar services; and
® excellent guarantees.

.

We are licensed professionals. Call today to find
how you can’save! .

Yy

.

Energy, Inc.
122 Broadway
958-7347




*Advertising and Selling

Y
¥

N . L
You will need to plan how to attract customers to your energy spe-,

clalist service.

. How can youﬁadvertise and: sell your servicea? ‘Read on

*

-

homeovwners and business owners who want'tq save energy and money.

Why are you advertising? The 0'Tooles are.advertising to attract

'cnstomers to their new services. As they expand or change thedir

service, they may change their advertising.
"How will you advertise? Qne method the, O' Tooles use 18 a printed

ad. They can use it in several.nays. They also plan promotional
events. They know there are many ways to advertise.
What will your ad say? +The O'Tooles ad lists their services.'

‘It . tells people they can save money by saving'energy. It gives

their address and phone number so customers can contact them.

When will you advertise? Like the O' Tooles, you will definitely

want to advertise when you start’your service. If you put an ad

in theNellow Pages, pepple can find”it at any time. If and when

you expand your seryices, you will probably want to advertise.

to get some ideas. . - ' :
"Plan Your Advertising ’ R '
¢ . - W R
There are severai important questions .to.ask when planning your L.
adve rtiking. ) g
e Who is your audience? The.Q Toores pptential customers are _
>

-~

-

How much will your advertisinuost? Some ways to advertise ar* .

morg éxpensive than othersi Finﬁ out the costs for the ways you
plan& For example, the 0'Tooles will show!%heir ad to several

loca printefs. The printers can estimate costs for fliers and

*:hrochurgs.. Then the 0'Tooles can decide which printer to choose.

. 62 6\{)_ ‘
. \r\ -‘ . N




”‘ Ways to.Advertise . . .

: There are”many ways to advertise your service. Here are some ideas:

newspaper ads;"
the Yellow Pages; . . ~

o »

radio ads; % . ) -

i .

television ads;

s

brochures _you mail to potential customers;

e e & ¢ o o

fliers you put on cars or doorknobs--you could also give fliers

or brqchuree to: ’ . K

real estate agents; . ‘
. L architects; ~
utility companies; - .
construction, trade associations; - .
other individuals or groups whose clients or members could
use your services;

L e emblems on your,trucks and equipment so’ people notice them-—the
. . ) emblems’ §hould include your service' s, name, and . -

. , ‘o ‘uniforms for your staff that lgok professional and have your

B ) : .
K service name on them. L . .-

.

» . - - ———— . hel RS PR .

b

. "People” Ads o e

r

®

‘,Youkand your staff can do a lot personally to advertise your service.
"~  Here are examples. ) ‘

" * e: You could hire a,salesperson to.phone_and‘visit.potentialfcds-

- S tomers. Or you could take on that role. Whoever~dQes it mdst

' know a iot about your, service. 2 He or she_must be prepared to

answer questions.. ) 4

o , " @ YYour staff can talk with people about your service as they do the

- . work. That's*one reason why it'g important .to hire friendly,

competent, well-qualified staff. You -could pay them a bonus for

_ each new work order they get. © ~4

~

e Plan events to advertise your service. For example: offer tours

of energy-conservation projects your serviéE,completed. These

¢
<
.
-
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" could include home s; swimming pools, offices, or comﬁunity

faCilities.' Give demonstrations of energy audits, solar devices,

or other servicés you provide. ’

/ -

. How to Design Printed Ads

e Sponsor an energy-conservation ‘award for customers who use your
segyice.to save energy. Publicize this award 1a. the newspaper.
° ﬂcoﬁtact newspapers about your service and events. Publicize your
tours and demonstrations in newspaper stories and pictures.
e Take part:in eﬂbrgy—conservation groups and activities, such as
energy task forces and public information programs on energy
. conservatitn. . ~
One of the best wayg of advertising and selling is’ to do excellent work.
If customerg are happy with your work, they will tell their friends about”

your service. .. e

-

.
.
w3

¢ i
These - -
Printed

Printed(ads will probably be a big part of your advertising.
include newspaper ads, Yellow Pages ads, brochures, and fiiers.

ads should ‘have these five parts: headlipe, illustration, copy, layout,

s

e e —

v, — et . .

nr identification.

[

Headline. . fhe headline of the Q'Tooles' ad 1é the nathe of thelr '

2

Pervice--Energy, Inc. Your headline should attract attention. It should

make people want to read the rest of the ad. - e
.

The 0'Tooles' illustration’is the Energy, Inc. sun

"IllustratiOn.
. emblem: They will also put this emblem on their- trucks, equipment, and

upiformss Your illustration should help people remember your service.
éopz. This is what you write about your service. Your copy should:

° appeal to. customers needs. For example, the O'Tooles ad points

. out that you save money by saving energy.
The O' Tooles

.

o . describe your services. ad lists the service's they

offer. They also say they are licensed professionals.

-
B . ,

. . 64 -
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call for customer action. The O'Tooles' ad tells customers to

“call today" to find out how to save.
‘ o 7, - > ‘
Layout. This 1is the Way you organize your ad on the page. The.
0'Tooled' ad is simple and easy to' read. Thevlayout should make ypur ad

attractive. ) .

’ -

AIdentificafion. Give the name, address, and phone number of your

service. That way cusgpmers can contact you. The 0'Tooles' identifica-

tion is at the bottom of their ad.

N

A good‘;;IQted ad gives important informatifon® about your service. It
N - N »
should be simple and truthful. ,Use your imagination to make your ads

attractive. -

r

¥

9 “
,You now know many ways to advertise and sell your energy specialist
service. You must decide which ways will be best for you to use. You

also know about the five parts to include in printed ads for your service.

¢
.

-~




e . N . [
<

Individual Activities -

»

1.

¥ ’
. ¢
.

\ .
-

Look up two or more solar equipment companies-in the Yellow Pages.
Call them and ask what ways they advertise, besides tﬁngellow Pages.
Ask why they picked these ways. )

For example, yo;ﬂmight plck the
Find out the costs

Pick two or more ways to advertise.
Yellow Pages, ngwspaper ads, radio, and fliers.

for each. If you can, figure out how much it would cost you per:

* N ’ \

N n

month to advertise your sé(vice edach way. ,

Look at two or more solar Equipment company ads in the Yellow Pages
Or newspaper. Do they each have a headline,'illustration, copy, lay-

out, and identification? Whiéh ads dq you. think’a#e best, and why?

Can you think.of ways to make them better?

\ -

I1f so, how?

Pretend that after two years your service is going well.

You decide

to buy an infrared scamner for heat loss detection.

You want to

N

) .

advertise this addifion to your serv1ce. ‘Hov‘wtiI—you—igt—customers——*
kn0w about it? Write a paragraph about the ways YOU will advertise,
and why you picked these ways. - .

» .

xr

» »

5. Design a printgd ad for your service. Include a headline, illustra-

tion, copy, layout, and identificatdgn.

>

Use your.imagination!

el \
.

Discussion Questions . “ - s

I. Do yoﬁ~tﬁink the 0'Tooles’

.
N
¢ /
<€

ad will attract customers? Why; or why

not?

T
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N

2. What other ways of advertising do you think they will decide to use,

™
>

and why?

- ~

3. \Pfegggg you'are running your energy specialist service now. Think
about alT\shghyaysfof advertising. Which ways do you think would
take the most time for you to do? Which ways would take the most
monéy? Which waysfﬁould\reach the most customers? Which ways would

you decide to use, and why? .

~

N -
v .- & N

Group Activity - ’ .

Bring to class as many different printed ads as you can find for
solar equipment companies, other energy services, or building-.contrac-
e -

tors. Divide into small'groups so that each group has at least one ad.

Each_group will décide if its ad has these five partsi headline,
illustration, copy, layout, and identification. If parts- are missing,

what are ‘they? Can your group think of ways to improve its ad?

When all groups have finished, take furns showing your ads to each
other. Eath group will point out its ad's parts. The, group will talk
about an§ ways to impifve the ad. The other groups can make sugges—

~

‘tions,'toP.
-4
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Keeping Financial Recofgs N

» ¢ . +
1 . . i
, : : £
. .(-\ > N »
. Goal: To help you learn how to keep financial records for |
. : ‘ your energy speclalist service. ' .
. e L .
, .- . } .
Objective 1: Fill out a customer billing form for ¢ ‘ ¢
services you do for a customer. '
Dbjective 2: Fill out a dally cash sheet for money ’ 2
you recefye and pay out in one day. . - o f
¢ . ' . ’ '.-. > .
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* That's a total of $1,245.

-

-

. . " CASH FLOW

~

v

J(

The O'Tooles_éhare the responsibility of keeping track

of finances.
job.
service is getting started.

t

Someday they may hire a bookkeeper for ‘that
But they decided.-to do it themselves while their

-

They Tecord customer orders and payments every, day, and¢

pay their bills.
daily cash sheet for problems.
“discuss how to solve them.

The 0'Tovoles pay Marcus twiee.a month.

a month.
case customers have questions.

Today -is Mike's turn to do theé daily cash sheet.
“These are the customer payments we got today:

tells Sally,

Mr. Ortega
Ms. Shaun .
- Mr. Harold
’Mrs\.Casey

- -r-—-—Renty/*’ T
Printer (advertising)
Equipment patts -

That's a total of $850." .

-

At the end of the day, they examine the

If they spot problems, they

’

<

+

¢

' 2

They list cus-
" tomer services after each job and send a.complete bill once

.

$250
$95
$400
. $500

" We paid these bllls:

They keep copies of the bills and payments in

He .

7

¥ $500
$200
$150
///
/
7
/ .
/
Vs



o " &; Keeping Financial Records ' :\
. { -

v
N »

. . ., . \} J
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~ When you run your energy specialist servic:e, you will need to keep
. ; A

‘trai:_k _o"f finances. That includes income and expenses. Financial records’ *

helﬁ you to: ,

. e ‘see how your sefvice is doing;

¢ make business decisions; and .

A

., ® fill out income tax forms and other government reports. . o

, An accountant can give you advice about your financial records. You may ‘
s R N - Yo

. want to hire a bookkeeper or trai—n a ,staffﬂ'membe.:r to he_lp\ you keep

2 - . . ;
; records. - . . . i Y .
N Y N . 1% - : e
t‘TJ ¢ P - C “ . -
S © .What records will you need? You will need a way to bill ustomers U e
for your services. You will also need to keep track of money yow receive ., >
T . ., and pay out each day. Read on to learn more. ' T . ‘ R
/'\ . ) ‘ " : ’ - , .
Customer Billing Form ' ' o Lo
N > . - - I3 ’ .

; . ‘ ’ .

. O . Decide how often to bil your customers.. The 0'Tooles prepare a " . .
record, or invoice, for eaé¢h\job as .800n as it ﬁ’"dc.ng..~ ‘Ther‘l't_hey«mail a T ' &
e complete bill to cUstomers once Ymo'n?;h"; "~ Thisg is the i:;.lst:omer"billing;’

. , . « . . " o - L - - - » . - "‘

. fory they use: . - 3 . Coe O .
o~ T ENERGY, INC. N L ,
R o Y- CUSTOMER BILLING FORM ' ,\/:\ oo ‘

, ! ) ) . a - . . o ) ¥ . . oo 'm . . ’?- " ﬁ ..
AU Custoner: Mr. Todd - y . . -
. ) 3 . °ﬁ7 S " . S e
- - . ) Payment Dué Date: - .7/15 * ', ' ° . . . "
- - B ¢ . - ~
Ce . Co . . - C el . X
'f‘h . . ‘\Méunt, Payment A B o C
Date | Dates of Service | ‘ Charged Recelved, Balance SN .
- '- —: - ‘ I © o™ _“ [
f 6/15 © o 6/12 -~ $50 $50 [ m————- _
- ©6/30 | . 6/18-6/20 $200 - [’ $200 . @
’ ~— - - . X > —= g
72 o _ " :
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You can see:'on the form that on the 15, " the 0'Tooles cha;ged Mr. Todd
$50 for serGices on June 12. Mr. Todd paid that. On June 30, he was
billed $ZQQ for services during June 18-20. He hasn't paid that yet, so

he owes a balance of $200. S B - Loa

i -

,

The 0'Tooles -attach the following form to show Mr. Todd exactly what

services they provided:

. SERVICES PROVIDED .
Amount
Date ) Jervices Charged
6/12. Energy audit $ 50
6/18-20 * . Solar water he;er ’ $200
' installation™

The form shows the dates and amounts.charged for each setvice.

The 0'Tooles' forms can give you ideas for what you will decide to use

in your own service. The exact forms you decide to use will depend on
”

what your .service is like. .

'

Daily Cash Sheet

The 0'Tooles use the daily cash sheet shown on the next page to keep

track of the money they receive and pay out each day. Your daily cash

"sheet will depend on what you decide witl work best for your service.

-~ IR
[




/ DAILY CASH SHEET s

/ hpeZB . 4
) Cash Receipts Cash Payments
Customer Payments $ 500.00 Salaries. . $
; Building Expenses ) 500.00
Equipment and Furniture
Inventory or Supplies 250.00
Advertising . 100.00 -
. Other :
TOTAL CASH RECEIPTS $ 500.00 TOTAL CASH PAYMENTS $ 850.00

.

You can see that on June 28, the 0'Tooleg received $500 in customer

payments. They also paid out a total of $850.

-

The 0'Tooles summarjze their daily cash sﬂeets at the end of each .
month. At~the end of the year, they summafize the monthly reports. This
giveé them a yéag}y report on thelr overall profit and loss. You will
learn-more about thig—}p the next unit.

Summarz _ "
You have seen a sample customer bi%}ing form and a daily cash sheet.

like these can help you keep the financial records you need for

vice. The exact forms you decide to use will depend on what your

service like. -

™ 74




Learning Activities

a

Individpal Activitiesg ’

1. Fill out the 0'Tooles' daily cash sheet for thé day described in

_ this unit's case study. p N
v “ ,
' DAILY CASH SHEET "
R Cash Receipts - ) ' Cash Payments
" Customer Payments § _ Salaries $

Building Expenses

: Equipment and Furniture
Inventory or Supplies

. - Advertising

. Other

TOTAL CASH RECEIPTS $ TOTAL 'CASH PAYMENTS $

PR

2. On July -8, the O'Tooles charged Mr. Winn $50 for an energy audit they
did that dy. On July 31, they charged him $200 for services during
' , July 22-25. Mr. Winn hasn' t made any payments yet. Fill out the
customer billing form on the next page for Mr. Winn's account.

Payment is due August 15.

e

o
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Discussion Questions

v

ENERGY, INC. . b :
N CUSTOMER BILLING FORM
- 4

Custonmer: : '

g Amount -Payment ‘Balance
Date Date of Service Charged Received Due
<

q

“
v

3. Call two or more solar equipPmgent companies or building contractors
who 1install solar devices. Ask how often they bill customers, and.
what kind of billing forms they use. If possible, get coples of

. . §
their forms. Compare the forms to each other and to the 0'Tooles'.

a

4. Call two or more companies or céntractors as in Activjty 3. Ask-if
they keep daily cash sheets of money received and paid out. Ask ‘what.
the forms are 1ike, and get coples if possible. ;Compare them to each ~
other and to the 0'Tooles'. ‘ .

) 3
5. Design a customer billing form or a daily cash sheet for your own

service. Fill in some sample information to show how it will work.

-

1. Why do you think the 0'Tool@s decide they will be the ones to keep all
the financial records while the service is getting started?” Do you think

this is a good decision? Why, or why not?

’ ) 792 .
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Do you think their forms will help ‘them do a good job keeping track
of finances? Why, or why not? Can you think of ways to improve

their forms?

o

What other kinds of finahclal records does the owner of an energy

service probably keep, and why?

L

Group Activity

s

Divide into émall,groups.f Each group should decide the type of energy )

speclalist service it will run. Decide exactly what ‘energy services yoﬁ

° .

will offer. Then decide how much you will chargE fpr\each service.
S

Y
~

Now design a customer billing form and a-daily cash sheet for your
service. Fill in some sample information EQ show how you use the’forﬁs.

When all groups have'finished, take turns showing your ‘forms to the
éther groups. Say why you-designed them the way you did: Show how to

use them. o, .

<% . s
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UNIT 9 \

\
»

/ . Keeping Your Business Successful

‘.
- .
£y

Goal: To help ou learn how to stay successful.

.

Objective 1: Flgure out the net profit (before
’ ) taxes), profit ratio, and expense ratio fbr an

-t ' energy specialist service.
l - e .
Objective 2: .State one way to increase profits.
. Objective 3: State one way to change your service

to increase sales.

.
- .
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LOOKING AHEAD

v

Y

-

After two years, Energy, Inc. has attracted many cus-
tomers. People are pleased with the service's work. The
public's concern about energy conservation continues to
grow. )

The 0'Tooles hired another employee the second year.,

So  thelr salary and insurance expenses increaseds: Rent and
supply costs also increased.

Sally aﬁb Mike would like to buy an infrared scanner
for heat -loss detection in their energy audits. They think
they may need a bank loan to pay for it. They don't seem
'to have much money from profits to pay for new equipment.

"Let's compare our financial records for the last two
years,” says Sally. "Then we can see exactly where our

profits, sthnd."

)

The O'@ooles?’income, costs, and expenses were as

<, follows:

Income Year 1 Year 2
Customer Payments * $140,000 $170,000

Cost of Goods Sold 70,000 79, 900°

Gross Profit $ 70,000 . $ 90,100

Eigenses Y
Salaries $15, 000" $27,500
Building Expenses 6,500 82000.
Supplies . 5,000 8,100
Advertising @ 2,500 * 4,000
Other (insurance, repairs 14,400 17,000

and. depreciation, etc.)
. . TOTAL $43,400 $64,600

. ~ The 0'Tooles decide the sérvice does have a problem.
- Customer payments have increased, but expenses have
increased even more. Their profit has decreased. They

. decide to try to increase their profit. °
ﬁ%
@ % d
5 |
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your service successful?

*

Keeping Your Business Successful . .

T , /‘

Every'small businessperson wants to be successful. How can you keep

Here are three important ways:

e make sure you have enough cash;
e keep your profits up and costs down; and .

° make changes in your service when necessary.

-

*
In the last unit you learned how to keep track of your finances.

In this unit you will

0

That will help you make sure you have enough cash.

learn how to:
keep track of your profits and increase them; 4nd

Fo
e change your service to increase sales.

¥ IN

a

Keep Track of Profits — , ,

To keep track of profits, you must keep records of your income and

expenses edch year.
AN

i

Profit/loss statement. The O'Tooles summarize their yearly income

and expenses on a profit/loss statement as shown on the next page. - .

-

Lo
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TWO-YEAR PROFIT/LOSS STATEMENT

-
.

s Year 1 Year 2

$ % $ 4

«

Customer Péymgats ‘ . 100% 100%
Cost of Goods Sold ~ |
Gross Profit

. -

Eernsés

Salaries

Building Expenses ) . .

Supplies ) . -

Advertising ) ’ . *

Other (insurance, repairs

and depreciation, etc.) \ ' .
TOTAL
Net Profit (before taxes)

” C -

To find their net profit, the Q'Tooles subtract total expgnses from
total income. You c;n see that the profit/loé;_stéfgmept sh;ws 100% next
to total incomé. The blank spacélfn the percentage column next to total
expenses is for the expense ratio. The blank space in the percentage
cblumn next ﬁo net profit is for the prdfit ratio. These ratios can help
you compare your expenses and profits from'yeaé to yegr.

Pretend these are the totals for your service one year:
Total Income = $100,000
PN
Cost of Goods Sold = $50,000
Total Expenses = $30,000
Net Profit = $20,000

¢ - 83 4 o~
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This is how you would compute your expense and profit ratios:

®

' .. Expenses _ § 30, 000
' Expense ratlo = =y >= = §100,000 - 0
Net Profit _ $ 20,000 _
: Profit ratio = = ine  ~ $100,000 - 0%

L .- o
\ -
You can compare these ratios to the ratios for other years.

when your profits and profit'ratio are higher is a better year.

<
.

Improving profits.

13
try to increase them.

.

sales, raise prices, and' reduce éxpénses.

- 4 /
Raisihg“prices is simple.

customers because of it.
A’ *

“r
<)

Reducing expenses 1is not always easy.

all your expenses and decide where you can save.
v ¥ /‘,

A year

3

If you think your profits are too low, you will

Three ways to increase profits are to increase
But you must be sure you won't lose

You need to look carefully at

<

. To increase sales, }ou probably will need to change your service in .

ﬁgggome way. Read on to learn more. :
) .
E

e . 4

Change Your Business to Increase Sales

.

If you want to increase sales to raise profits, you can:
e 1mprove the quality of your service; or

e change the services you offer. .

You may decide to do one or both of these things.
figure out what will help increase sales.
staff.

e —— e

Look at any changes in your community and competition.

‘business trends.

first, you must
Talk to your customers and

_Study new

Ty,
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. When the 0'Tooles.see their profits are down, they discuss whaé to
db.‘ Cugtomers aré pleased with the quality of their servfée, so they \\4
don't need to change that. They may cﬁange the services they offer, by
addiné an infrared scahner, for example. Customers say they would be
willing “to pay extra for the scénner service. The 0'Toolés hope the
scannér will attract more customers and incréase their profit.

- L3

- >

Summar

A profit/loss_stateﬁent keeps track of yourqyearly.income, expenses,
and net profit. Compare the statements from year to year to see how your
service is doing, The expense and profit ratios can help you compare

P - years. =

To inqrease profits, you ;ust increase sales, raise prices, or

reduce expenses. To increase sales, improve your quality or change your

‘ ' services.

. ' N

f
.
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Individual Activities B

Learning Activities :

?
-

-
. 3
~
- i

Use .the O'Tooles' case study to do the following. Write your answers

é

on the two;year profit/loss statem&gt in the text or next to the items

below. ' )
. R -
1. Fill in figures for both years. ]
—
2. Compute net profit for both years.
( ‘ . .
3. Compute expense ratios for both years. T
/ . i e -
4. Compute profit ratios for both years. ) ‘
5. Which year was a better one? . . RN oo ¢ .
v, ‘ *
a
\/ -
Diecussion Questions ‘ U .o \ ¢
1. The 0'Tooles', service made money both years. So why are, they worried
about thelr profits? If you were they, would you be worried? Why,
‘or why not? . ) ’ ’ ¢ o,
w .
\ N ~
2, What do you think they will do to try to increase their profits?
Why? Do you think their profits will increase? Why, or why not? ‘
. =~
- ‘ * . - N ’
3. Discuss all the reasons you can think of why' sales of an energy spe—
cialist service might decline. e
. P . . '
86 30 . '
- [
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Read them and plan how they can increase their profits. If you do this

/

in small groups,, take turns reporting your plans when they're done.

A
-

1. Several customers, have asked for advice on making’théir cars more

energy-efficient. - s . g

2. The O'Toolesbknow there is a need for an energy specialist ser- )

vice in"a town 50 miles away. e
) , - .
3. Two new energy specialist services have opened uf in the 0'Tooles’
area. - . -
. ’ ‘ §
’. ) é
~
>
- :
o ¢
- *
e -
.. \
. 3 ‘
- ),,r .
- . -
.‘,3‘
M 881 N
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*Group Activity ’ ' o
Here are new facts about ‘the O' Tooles service in its third year. w

¢

.




You have seen that it will take careful planningdlo get your

gnergy speclalist service off to a good start. You-krdow key things

to consider as you plan your Bervice. QThings to consider ine}uder

»

A -

o sservices you will offer; . s
s, ° customers;4 ’ : “ . '
e competition; &

® your personal qualifies; . R - ’

.

. . legal requirements.for running your setvice} and

e location. g - . ' .

1

v ~ .
. You also know that a business description and a statement of finan- o

Al .

y ) .
clal need must be prqovided when you apply for a loan. . &t -

. Hiring and training the bestsemployees you can find is very :

important. You must -also organize the work and keep track of what

' needs to be done. e ’ ) N 4 - .
- . . ) C o U ’ \ LECIY
1 . : You know some things'to think about when'youd set your prices.

. You, also know ways to advertise your serviceés.

-
.

0w A

- ’ Keeping Eareful finandial records 1is part of running your. ger- ‘

wvice well. u know how to compare your profit/loss statements ‘< -

~~

from one year to the. next. You also know ways you’ can help keep .

“your serwice successful. ‘ .- - .
@ . . ‘an- . . s
. ] ‘ s T ,’ M I . .
) y > . = 5 - » ~a - - . ~ .

.

. . To own and operate a successful-eqergy specialist service you

need .training‘'in energy conservation and work‘éxperience. You also

Sy - ° ‘need the special business management skills we have covered in this N
. a . — ):', .
N - module. If you have ,not had such training, you shoujj/get it o , ;
5 . Y- ‘before deciding to own an energy speecialist service. Yomcg‘ }.earn ’f' “ - 5
N . : . . & ) . . . .
v s . . ~ ,’ " A L. -
- . . . ! 89- .Y . . . Py - - j 4
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business management skills fhrough business c¢lasses or exﬁériencé.

Or you can learn by using the advice and example of an expert.

”

Yoﬁ may ‘not make a lot of money Py own?ng an energy specialisF
service. However, you would have the personal satisfaction of
be%ng responsiblé for youtr buginess and making your own deeision;.
Think about how important these things are to you in considefing

whether you should start your.own energy specialist service.

3

- W’ \
- .
- L
. . dgﬁ" .
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-
’ 83
..
° > ‘ "90v
LIS s .




1.

3.

5.

QUIz

-

I3

What is one service an ensrgy spécialist might provide?

o - . \

-
. .. ‘ 5
Which personal qualities should an energy specialist have? -

a. Desire to be rich, and a little kawledge about

solar energy )
b. Concern for the environment, and skills in
i .
construction and solar methods

A

-

What aré two ways to help your service "stand out" from its * v

cbmpgtition? -

a. . . -

b. . . .

What are two 1egalhrequixement§ an energy specialist service

. -

probdbly must meet? A ’
a. / .

b. ’ -

L] ¢ ~

o !

List three thingé,ﬁg,cﬁﬁgide% when you're picking a lodétidn'

for your service. '

Qe * - ' N

\

. b. + )

Co

Lot ’,
Which location would be best for your service? »

dy Central logation near homes and businesses

b. Run-down area with cheap rent on the..edge of towngy.-
*

c.,,New'hrea with® high rent on.the edge of town




fp,

7. List three things t; include:in a business descript}on“when
you apply for a loan. . ] ' ‘ ‘
{ as &, ) . |
} bs . . ) y ’ ’ -
ce ’ ‘ . /]7 ’ _ .
- Y 2 . ) N
- . . 8+« Pretend your total starting expenses aref$18;000r—~Youihave—ff—‘—————n S

$8,000 of your own, and a friend lends you $5,000. How much
' Ve

do you negd to borrow from the bank? ' .o

:
$ . '

o, -

9. Put an A next to the person you would aésign to do energy o

audits.- Put an 1 next to the persome you would assign to do

: S /A !
solar installations. > .
. . -
. a. Erica completed a solar apprenticeship program '

~ offered by the sheetmetél union. , . ’
|

b. Bruce was an energy auditor for his state utility
company for two years. ’ r S

» . @
#+ 10. hich person would you hire as a solar installer? ‘ .

»

a. Mario completed a solar apprenticeship training ) Lo

“5

program. He then worked for a é%lar equipment

company. ' : » %
b. Ted completed an auto mechanic training program. * . . |
\{' - . He then worked in an guto repair shop for two years. .

11. Whaé is one kind of on-the-job trainimg you might give your

- “
° employees?

v
v

] M .
. ' |
.

12. Which form will you use §o keep trac@ of the work to be done : ‘

1

Y <. for one customer? y ! L .. |

- o a. Daily work)scheduxp ’ i
b. Wbrk order- -
" ' c. Profit/loss statement - /// ‘ ,
,:« . ’ . ) N “ ° - ’ ) ' ) . .
- st 8 D s ) *
K o . .. ] 92 .
. -7 »
« . '
1 . - L 3 Ny
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15.

16.

17.

4

> 18.

19. °

Which person ] work 1s probably hardest to schedu1e7 ’

a. Solar installer
’b."Service owner

c. Energy auditor ’ °

~

"List two things to think about when you set yout¥brices.

Qe

b.

X s

f
. .
List two ways you could advertise your service.
ae [

b.

What are the parts of -a printéd ad?

.

a. Headline, illustration, copy, layout, identification
b. Illustration, layout, identification, copy

c. Identifieation, layout, copy, headline -

€

Which two kinds of inﬁorhation*iﬂﬂfgaprobabiy be on’a customer
billing, form? . ‘ .

@

a. Paymentreceived from the customer

' b. Monthly rent for your office
c. Balancé the customer owes . ///
— > I
N

Which of these would be in the "Cash Recefpts" part of {?h
daily cash sheet7 - ;

a. Advertising tosts ._

<« " )
. bs” Customer payment . '3 .
c. Insurance costs

. - °

Jaime Lap?h'runs'éﬁ energy specialist service. One year his
reqqrds show total income of $100,000,ltotpx expenses of
$50,000, and nét‘bré it of $10,000. Compute tpg following. .
a. ' Profit ratio = ) '
b. “Expense ratio =

‘ 5 ' B \d

¢
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v
. N 1
- » ! ’ »
; 20. Jafme's profits decrease the next year. List two things he
. c do- to increase profits. ’ .
E Qe . N .
b.
> A}
21. Jaime doesn "to raise his prices. What is another
: thing he could do~to _increaseysalesf
. \ -
* Y \
T
T, H
v . *
S 4 ¥
- [ ]
~ r~
’ & e
. R .
- ° )
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“
- /(r'
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, . .o 4
’ ’ ’
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S
Vocational.Discipline

PROJECT PRODUCTS

~ Entreprenegurship. Training Components

General

Agriculture

4

Marketing and
. Distrinution

Health

Business and

Office
[

Occupational
Home Economics

.

v ' Technigcal

~

rades and -
Industry -

*

Module 1

Module

~

Module
Module

Module

AV I > SR ]

Module &

Module 7
Module 8
Module 9
Module 10
Module 11
Module 12
Module 13

Module 14
Module 15
Module'lé_

L)

Mo?ule 17
Modulé 18
Module ‘1§
Moduld éO
Module 21

Module 22
Module *23
Module 24
Module 25
Module 26

Module 27
Moddlie 28

Module 29

Module 30
Module 31
Module 32
Module 33
Module 34
Module 35
Module 36

Related Resolrces

Module Numbet and Title

B

- Getting Down to Business:

- Farm.Equipment Reéair -
- Tree Service

- Garden Center

What's It All About?

-

- Fertilizer and Pesticide Service
i

- Dairy Ffarmang

- Apparel Store
- Specialty Food Store
- Travel Agency
- Bicyeale Store

- Plower and Plant Store

F

- Bus:iness and Perscnal Service

- Innkeeping

- Nursing Service
- Wheelchair Transportation

- Health Spa
-
- Answering Service

-~ Secretarial Service
- Bookkeeping Service
- Software Design Company

- Word Processipg Service

(X

- Restaurant [Husiness

- Day Care C ér .
- Housecleaning Service ,
- Sewing Service

- Heme Atterdant Service

S

- Guard §ervice
~ Pest Control Service

- Energy Specifalist Service

- Hair Styling Sho h
- duto Repair Shép

. L]

- Welding Business

- Cons:ruccgn.,sleccrician Business

- Carpentry Business

- Plumbing Business

- Afr Conditiouing and Heating Service

A

.

| ‘ . . Resource Guide of Existing En:repreneur‘saip .‘l_a:er'ials
!

| Hancbook on Utilization of the Entrepreneurship Traiqing Compoﬁen:s

..ERI

P s e Y

Service :

19




